5^U 


ITATE  OF  MONTANA 

MERIT  SYSTEM  COUNCIL 


REPORT  FOR  THE  PERIOD 


JULY  1,  1946  TO  JUNE  30,  1947 


Montana  Stale  Utwary 


3  0864   1005  0016  7 


-l*. 


TABLE  OF  CONTENTS 

Letter  of  Transmittal Page    3 

Historical  Background  U 

Merit  System  Council  5 

Changes  in  Aiministrative  Regulations  5 

Recrui  tment  6 

Receipt  and  Review  of  Applications 8 

Written  Examinations  9 

Stenographic  Performance  Tests  >. .  12 

Rating  of  Zducation  and  Experience  of  Applicants  •  13 

Verification  of  Education  and  Experience  14 

Establishment  and  ilaintenance  of  Registers  14 

Certifications  and  Appointments  21 

Promotions  and  Other  Personnel  Actions  27 

Payroll  Certification 34. 

Appeals  •  35 

Return  of  United  States  Employment  Service  35 

Cooperation  with  Other  Merit  System  Agencies  35 

Finances  36 

Conclusions  37 


-  1  - 


If 


LIST  OF  TABLES 


Table 

I. 

Table 

II. 

Table 

III. 

Table 

IV, 

Table 

V. 

Table 

VI. 

Table 

VII, 

Table 

VIII. 

Table 

IX. 

Table 

X. 

Table 

XI. 

Table 

XII. 

Persons  Applying  for  Merit  Examinations   Page    7 

Monitors  for  Merit  Examinations  

Results  of  Written  Examinations  11 

Results  of  Performance  Tests  13 

Dates  of  Examinations  and  Establishment 

of  Registers  15 

Certification  for  Appointment  22 

Provisional  and  Emergency  Appointments.  25 

Status  of  Merit  System  Registers  28 

Salary  Increases,  Promotions,  and 

Other  Personnel  Actions  30, 

Separations  and  Per  Cent  of  Turnover  ..  3U 

M.-rit  System  Expenditures  36 

Classified  Positions  39 


-  2  - 


LETTER  OF  TRANSMITTAL 


November  8,  19-i7 


Montana  State  Board  of  Health 
Montana  Department  of  Public  Welfare 
Montana  Unemployment  Compensation  Commission 

Gentlemen: 

The  Merit  System  rules  for  the  Montana  State  Board  of  Health, 

the  Montana  Department  of  Public  Welfare,  and  the  Montana  Unemploy-f 

ment  Compensation  Commission  provide  that: 

"...The  Council  shall  examine  into  and  make  a  written 
report  at  least  annually  on  the  operation  of  the  Merit 
System  including  the  conduct  of  examinations,  the  es- 
tablishment of  registers,  certifications  from  the  reg- 
isters, promotions,  salary  advancements,  dismissals, 
demotions,  transfers,  and  separations,  and  the  mainte- 
nance of  classification  and  compensation  plans. ••" 

In  compliance  uith  the  above  provision,  we  have  the  honor 

of  transmitting  herewith  the  report  of  the  Merit  System  Council 

for  the  period  from  July  1,  19/^6  to  June  30,  19-^7. 

Respectfully  submitted, 

Emmet  J,  Riley,  Chairman 

Francis  A.  Thonson,  Membtr 

E,  Martin  Larson,  Member 
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REPORT  OF  MONTANA  JOINT  MERIT  SYSTEM  COUNCIL 

HISTORICAL  3ACKGR0UM) 

Three  state  ardencies,  the  Department  of  Public  Welfare,  State  Board  of  Health, 
and  the  Unemployment  Conipensation  Commission  have  been  served  by  the  Joint  Merit 
System  Council  for  seven  years.  During  The  year  covered  by  this  report  employees 
of  the  United  States  Employment  Service  have  been  transferred  back  to  the  Unemploy- 
ment Compensation  Commission.  At  the  present  time  there  are  about  500  employees 
covered  by  the  Joint  Merit  System, 

When  the  Joint  Merit  System  was  established  the  three  agencies  adopted  identical 
sections  in  their  rules  with  respect  to  operating  functions  of  +he  Merit  System  in 
the  field  of  recruitment,  examination  and  certification.  Identical  classification 
plans  were  also  adopted  for  positions  common  to  all  the  agencies;  however,  other 
sections  of  the  rules  vary  in  ■^he  three  agencies  and  there  is  considerable  variation 
in  compensation  plans. 

During  the  war  years,  the  problem  of  recruitment  for  most  classes  of  positions 
was  exceedingly  difficult  and  unfortunately  the  situation  has  not  improved  as  much 
as  had  been  anticipated.   The  difficulty  is  partly  due  to  +he  fact  that  higher  sal- 
aries are  paid  for  similar  work  in  federal  agencies  but  many  other  factors  have  had 
fully  as  great  a  bearing  on  the  situation.  Lack  of  housing  in  most  communities  in 
the  state  has  maoe  it  very  difficult  to  transfer  employees  or  to  select  new  appoint- 
ees from  a  different  locality  than  the  one  in  which  they  are  to  work.  Many  new  em- 
ployees have  taken  jobs  under  the  Merit  System  as  a  stop-gap  while  awaiting  a  chance 
to  set  up  private  enterprise  when  materials,  equipment  or  help  would  be  Available, 

In  an  attempt  to  deal  with  the  existing  situation  the  f  erit  System  Council  is 
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conducting  a  continuous  recruitment  program  for  all  classes  of  positions  where  new 

employees  are  needed.  Examinations  are  being  given  as  frequently  as  possible  and 

every  attempt  is  made  to  maintain  current  information  concerning  availability  of 

t 

eligibles  on  h.erit  System  registers.  Much  assistance  has  been  received  from  field 
representatives  of  the  agencies  under  the  Merit  System  in  contacting  qualified  em- 
ployees. Other  state  agencies  also  refer  applicants  to  the  Merit  System,  There 
generally  are  some  eligibles  on  all  kerit  System  registers  at  any  given  time  but 
usually  these  persons  will  work  only  in  restricted  localities  and  provisional  ap- 
pointments must  still  be  made  to  many  classes  of  positions, 
MERIT  SYSTEM  COUNCIL 

The  membership  of  the  Merit  System  Council  has  remained  the  same  since  it  was 
first  established  in  May,  19A0,   The  three  members  of  the  Council  are  Dr.  Emmet  J. 
Riley,  President  of  Carroll  College  at  Helena,  Dr.  E.  Martin  Larson,  Physician  at 
the  Great  Falls  Clinic  at  Great  Falls,  and  Dr.  Francis  A.  Thomson,  President  of  the 
Montana  School  of  Mines  at  Butte,  Council  members  are  appointed  for  six  year  terms 
with  one  term  expiring  in  each  even  numbered  year.  They  are  responsible  for  es- 
tablishing general  policies  pertaining  to  personnel  administration  in  the  agencies 
under  the  Merit  System  and  have  the  power  to  make  recommendations  with  respect  to 
methods  and  standards  of  personnel  administration  in  conformity  with  the  rules  of 
the  various  agencies.  During  the  period  under  review  the  Council  has  had  six  meet- 
ings, considering  such  matters  as  changes  in  classification  and  compensation  plans, 
changes  in  Merit  System  rules,  approval  of  examination  programs  and  similar  functions, 
There  were  no  appeals  during  this  one  year  period, 
CHANGES  IN  ADMINISTRATIVE  REGULATIONS 

The  agencies  under  the  Merit  System  are  continuing  to  survey  their  rules  and 
classification  and  compensation  plans  in  order  to  keep  abreast  of  the  times.  Many 
war  duration  rules  have  now  been  eliminated  and  many  new  specifications  have  been 
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developed  to  cover  personnel  in  expanding  programs,  particularly  in  the  State  Board 
of  Health,  From  time  to  time  the  compensation  plans  have  been  revised  upward  and 
further  ..changes  are  under  consideration  at  the  end  of  the  fiJscal  year.  None  of  these 
changes  haye   resulted  in  any  modification  of  the  fundamental  principles  of  the  Merit 
Syster.  as  originally  established, 
RECRUITMENT  • 

Examinations  for  positions  under  the  Merit  System  are  ^iven  at  about  twenty 
cities  in  the  state  wherever  there  are  sufficient  applicants  in  a  given  area.  State- 
wide examination  programs  are  usually  conducted  only  once  a  year  and  the  other  ex- 
aminations are  given  at  selected  localities  which  have  large  numbers  of  applicants. 
About  forty  classes  of  positions  are  open  for  examination  on  a  continuous  recruit- 
ment basis.  For  all  of  these  positions  Montana  residence  is  required  except  in  the 
child  welfare  series. 

Examination  announcements  are  released  throughout  the  state  to  interested  groups 
and  individuals  and  are  generally  accompanied  by  letters  or  other  special  information 
calling  attention  to  the  types  of  job  openings  available  and  requesting  the  cooper- 
ation of  interested  individuals  and  groups.  Among  the  groups  to  which  announcements 
were  sent  were  the  following:  postmasters,  veterans'  service  groups,  county  clerks, 
county  superintendents  of  schools,  county  commissioners,  high  school  principals, 
commercial  teachers,  service  gronps,  labor  organizations,  public  and  private  librar- 
ies, members  of  the  Montana  legislative  assembly,  newspapers  and  radio  stations, 
welfare  offices  and  employment  service  offices,  Montana  colleges  and  business  col- 
leges, and  also  those  colleges  outside  of  Montana  at  which  Montana  students  are  like- 
ly to  be  in  attendance.  News  releases  have  been  prepared  from  time  to  time  stressing 
the  positions  for  which  new  workers  are  most  urgently  needed.  Some  of  these  releases 
have  been  submitted  to  the  press  through  the  local  offices  of  the  Employment  Service, 
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TABLE  I 


PERSONS  APPLYING  FOR  MERIT  EX Al-fl NATIONS 
July  1,  1946  -  June  30,  19.;7 


Position 

1         Number  of  Persons 

Per  Cent 

i  Applied   !  Admitted 

Rejected 

Admitted 

Director,  E.  S. 

1 i 1 

100,0 

Field  Supervj.sor 
Administrative  Assistant,  U«  C. 

8 

„ 3 

8 

3 

100.0 
106,0 

Kanager 

I 

12 

48 

11 

...8.9. 

.  ....3.23,  . .  . 

I 

„IQO.».0.  _ 

Kianager  I 

X3 

1 

92,9 

Manager  II 

Senior  Interviewer 

10 

43 

2 _. 

"""1 

83..3. 

.  .89*6.  . 

Senior  Interviewer  I 

10 

.9P.,9._....... 

Senior  Interviewer  II 

.81 

8 

91.0  . 

Junior  IntervL  ewer 

.107 „ 

.1.9.... 

4 

3 

.16 

-.1. 

1 
3 

87,0 

Veterans'  Employment  Rep, 

20 

- 5. 

6 

95  «0 

Employment  Coun.^elor  I 
Employment  Counselor  II 

.80,0 

50.0 

Employment  Counselor  III 

_2Q 

.17 

- ^- 

...  .85.0.. 

Training  Officer 

2 

2 

100.0 

Personnel  Assistant 

2 

2 

=::=:= 

100,0 

Assistant  Executive  Director 
Liaison  Officer 

.1 

.1 

1 

i 

100,0 

iocuo 

Asst.  Informational  Rep, 

1 

1 

.  .  .2 

.1 

100^0 

Clearance  Officer 

.1 

100^0 

Attorney  

z 

.27 

3  . 

100  tO 

Field  Advisor 

30. 

90,0 

Claims  Examiner , 

16.  

15 

X   .   .  . 

,^ 

Accountant 

8 

7 

1 

87,5 '■ 

Supervising  Accounting  Clerk 

4 

16 .. 

4 

100,0 

Senior  Accountin;?  Clerk 

15 

1 

93.8 

Intermediate  Accounting  Clerk 

1.9.- 

115. 

13. 

.IQ3     . 

6 

68.4 

Junior  Accounting  Clerk 

12 

89»6 

Senior  Clerk 

38 

36..,.^ 

2 

8 " "■ 

94*7 

Intermediate  Clerk 

95 

87 

314. 

6 
12 

91.6 

Junior  Clerk 

3.20. 

....   6   ... 

98,1 

Statistician 

6 

li 

...}. 

5 

100.0 

'viatistical  Clerk 

100,0 

i'ledical  Secretary 

1 

■..Z.1'..'5...ZII 

2 

33,1 

Medical  Stenographer 

— •■ 

100.0 
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TABLE  I,  Continued 


Number  of  Persons 

Per  Cent 

Position 

Applied 

Admitted 

Rejected 

Admitted 

Secretary 

7 

5 

2 

.  71.4 

Senior  Stenographer 

5.1 

A2 

9. 

82.4 

Intermediate  Stenographer 

69 

51 

18 

73.9 

Junior  Stenographer 

30. 

340 

1 

99.7 

Intermediate  Clerk-iypist 

.5. 

.5 

100.0 

Junior  Clerk-Typist 
Bookkeeping  Machine  Operator 

418 
A 

413 

„..........A:.... 

5 ...'. 

9.8..8 

.„....1.QQ..Q 

Key  Punch  Od era tor 

.6.. 

6 

.  100«0 

Telephone  Operator 

.5 

1 

.  5 

100.0 

Janitor 

1 

0,0 

AdTninistrative  Assistant,  P.  W, 

...?. 

§ 

1 

1. 

.50«o 

State  Field  Supervisor 

4 

1 

80,0 

County  Supervisor,  Class  I 

10 

8 

2 

80.0 

County  Supervisor,  Class  II 

10...... 

.8. _... 

Z . 

80.0 

County  Supervisor,  Class  III 

.13. 

IQ 

3. 

76,9 

Senior  Caseworker 

.?Q. 

80 

16 

4... 

80»Q  . 

Junior  Caseworker 

72 

8 

90.0 

Placement  Worker 

.4 

2 

2 

50.0 

Child  Welfare  Consultant 

3 

2 

1   , 

66,7 

Senior  Child  Welfare  Worker 

3. 

I 

166.0 

Jurrior  Child  V/elfare  Worker  . 

11 

6 

L...1. ; 

54»j5  ...._ 

Test  Technician 

7 

:::;:i:::::: 

i90.,o 

TOTALS 

2133 

1985 

U8 

93.1 

RECEIPT  AND  REVIEW  OF  APPLICATIONS 

During  the  year  under  review  1372  persons  applied  to  take  examinations  for  posi- 
tions announced  by  the  joint  Merit  System  Council.   These  contestants  applied  for 
2133  different  positions  which  was  an  average  of  1.55  position  applications  per  ap- 
plicant. The  number  of  applicants  for  each  class  of  position  and  the  number  accepted 
is  given  in  Table  I,  Applications  are  processed  for  acceptance  or  rejection  immedi- 
ately after  being  received  in  the  Merit  System  Office.  Occasionally  it  is  difficult 
to  determine  whether  the  applicant  meets  the  minimum  qualifications  and  in  such  cases 
consultants  familiar  with  the  different  types  of  work  are  called  in  to  help  make  the 
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determination.  Of  the  persons  who  applied  for  examination  only  6.9  per  cent  were 
rejected.  This  low  per  cent  of  rejections  is  due  chiefly  to  the  fact  that  most  of 
the  recruitment  was  very  direct  through  representatives  of  the  agencies  under  the 
Merit  System  or  through  schools  and  colleges  which  were  supplied  with  specific  in- 
formation concerning  the  minimum  requirements. 
WRITTEN  EXAMINATIONS 

The  written  test  was  used  for  the  basic  part  of  all  examinations  given  during 
this  period.  Wherever  possible  multiple  choice  items  were  used.  Most  of  the  ques- 
tion material  was  furnished  by  the  State  Technical  Advisory  Service  of  the  Social 
Security  Administration  and  the  Civil  Service  Assembly.  Most  of  the  test  material 
for  clerical  and  caseworker  positions  was  developed  in  the  Merit  System  Office  with 
assistance  from  consultants  familiar  with  these  fields.  The  file  of  examination 
material  now  contains  over  7,500  items.  Many  of  the  items  are  becoming  obsolete  and 
an  attempt  is  being  made  to  evaluate  all  material  on  hand,  at  least  to  the  extent  of 
eliminating  questions  which  are  no  longer  suitable. 

Considerable  work  has  been  done  in  the  field  of  itejn  analysis  in  order  to  de- 
termine which  questions  in  a  given  examination  are  most  effective  in  selecting  the 
best  prospective  employees.  Where  the  groups  of  examinees  are  sufficiently  large, 
examination  items  are  analyzed  to  determine  the  difficulty  and  the  biserial  corre- 
lation coefficient. 

Tests  are  given  whenever  a  sufficient  number  of  applications  has  been  received 
from  any  section  of  the  state.  In  the  state-wide  examination  program  conducted  in 
April,  over  sixty  high  school  commercial  teachers  volunteered  to  give  the  steno- 
graphic and  clerical  examinations  to  the  members  of  their  senior  class  who  were  in- 
terested in  taking  the  tests.   The  other  examinations  were  conducted  by  high  school 
or'  college  teachers  in  the  various  sections  of  the  state.   The  test  centers  that 
were  used  and  the  monitors  that  were  employed  at  each  center  are  listed  in  Table  II« 
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.  TABLE  II 

MONITORS  FOR  VISIT   EXAMINAnONS 
July  1,  19 A6  -  June  30,  19^7 


Examination 

Examination 

Center 

Name 

Center 

Name 

Alberton 

Smith,  Elmore  S. 

Hinsdale 

Sigg,  Alfreda 

Belfry 

Grice,  Gladys 

Hobson 

Phillips,  Jessie 

Belgrade 

Nash,  Mary 

Hot  Springs 

Rankin,  Virginia 

Bigfork 

Fockler,  E«  R* 

Hysham 

Isaac,  Evalyn  Taylor 

Big  Timber 

Cook,  V.  Dale 

Jordan 

Fleming,  Ruth 

Billings . 

Burgger,  Vera 

Kalispell 

Hughes,  J.  G. 

Johnston,  Jean  M« 

Merritt,  Russell 

Knight,  Glenn 

Lavina 

Gustafson,  Mrs.  George 

West,  Lois 

Lewis town 

Gaugl,  Ruth 

Bozeman 

Anderson,  Homer 

Stephens,  Elsie 

Bourdet,  Eileen 

Libby 

Gillespie,  0,  Lloyd 

Robertson,  Jean 

Lima 

Menard,  Barbara 

Butte 

Charles,  Florence 

Livingston 

Russell,  Carrie  T. 

Kennedy,  Ruth 

Malta 

Rasmus sen,  Frances 

Sister  Mary  de  Sales 

Miles  City 

Babcock,  Betty 

Charlo 

Blackburn,  Louise 

Denton,  Glenn 

Chinook 

Zimmerman,  M, 

Missoula 

Crow,  Cleo 

Choteau 

Hensleigh,  Paul  J. 

Wickam,  Verna 

Circle 

Whitmer,  Santa 

Wilson,  Brenda 

Cols trip 

Johnson,  Frances  L, 

Nashua 

Fisher,  Mrs.  George 

Columbus 

Rosean,  Florence 

Ollie 

Kennedy,  Idella 

Culbertson 

Harrington,  Mary  Helen 

Opheim 

Greer,  Mrs.  Wm.  C, 

Darby 

Burger,  Ellen 

Park  City 

Bolin,  Russell  C, 

Dillon 

Opp,  Christine  Smith 

Plentywood 

Madison,  Fred  H, 

Ekalaka 

Sandy,  Viola  K, 

Norem,  S.  C. 

Ennis 

Goetz,  H,  J, 

Poplar 

Englet,  Dorothy 

Fort  Benton 

Kleinschmidt,  Margaretha 

Reedpoint 

Zehetmur,  Cina 

Frenchtown 

Hogan,  Mrs,  Harris 

Rosebud 

Richardson,  Mrs.  Willis 

Gild ford 

Gatzmeier,  Katharine 

Roundup 

Hanson,  Mrs.  Chrycentie 

Glasgow 

Freeman,  Ina 

St.  Ignatius 

Karlberg,  Agnes 

Glendive 

Murray,  Betty 

Shelby 

Messinger,  Oliver 

Thompson,  Hugh          i 

Messinger,  Mrs.  Oliver 

Great  Falls 

Morris,  Beulah  K,        i 

Sheridan 

Howe,  Sonna 

Nelson,  Ella 

Sidney 

Buck,  George 

Hamilton 

Potts,  Mrs.  J.  K. 

Simms 

Kirchner,  Cecilia 

Harrison 

Freeser,  Jeanne 

Terry 

Grandey,  E,  W, 

Havre 

Beatty,  Neil 

Thompson  Falls 

Frydenlund,  Olive  M. 

Erickson,  G.  V. 

Townsend 

Kay,  Kenneth 

Willey,  Ozile           i 

Troy 

Norwood,  Wanda 

Helena 

Connolly,  Julia  Ann 

Valier 

Kamerzell,  Helen 

Dwyer,  Maribeth 

Whitefish 

Hehr,  Gloria  M, 

Fellbaum,  E.  H. 

Willow  Creek 

Kneber,  Edward  W. 

Oravig,  Mary  Ann 

Wilsall 

Sheridan,  Helen 

Reinig,  Maribeth        i 

Wolf  Point 

Lee,  liuriel 

Sister  Mary  Judith 

Slaght,  E.  Ford 

Trogen,  Frida 

McMinnville,  Ore. 

Smith,  Dr.  William  G, 

Highwood 

Johnstone,  Bill 
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TABLE  III 

RESULTS  OF  l/RITTEN  EXA^lINATI0NS 
July  1,   1946  -  June  30,   19^7 


Number 

Per 
Cent 
Appear- 
ing 

Numb 
Pass- 
ing 

er 

Fail- 
ing 

Per 

Position 

Elig- 
ible 

Appear- 
ing 

Ab- 
sent 

Cent 
Pass- 
ing 

Director,  E.S,   ^ 

1 

1 

100,0 

1 
7 

1 "■ 

100,0 

Field  Supervisor 

9 

„.„...J......... 

JL..._ 

......13... 

8 

.....J. .- 

1 

-...13.. 

10 

.....1 

88,9 
100.0 

...IQQnQ 

...1QQ.»Q..._ 

100,0 

87.5 

Administrative  Assistant,  U.C, 

Manager       _     ^  ...  .  ..; 

3 

'■■"■""i ~ 

...IP..., 

100.0 

.iq6,p:: 

Manager  I  .. 

.....J.. 

76,9 

Manager  II 

.10 

9 

1 

90.0 

Senior  Interviewer     

.43... 

10 

81 

107.. 

33 

10 

::k:z 

72. 

.310 

35 

76*7 

100. b 

26 

8 

7 

78,8 

Senior  Interviewer  I 

2 

80.0 

Senior  Interviewer  II  ,_, ■..„.... 

Junior  Interviewer  ,'.,.   „ 

75.,  3 

67,3 

53 

53 

.8 

19 

86,9 

73*6 

Veterans '  Employment  Repr»  

Employmeht  Counselor  I 

19. 

.4.. 

1.3 

4 

3. 

14 _.. 

..  .2  . 

j> 

3 

68..A 

100,0 

106,6 

._.82'».4 

100,Q 

...10 

2 

3 

3 

2 

.76...9 

50.0 

Employment  Counselor  II 

, 3 

.17... 

-.  2;.- 

100,0 

Employment  Counselor  III 

12 

.2 

,85,7 

Training  Officer,  U.C,   

2 

100,0 

Personnel  Assistant 

2 

2 

100.0 

2 

100.0 

Assistant  Executive  Director  . .  . 

1 

1 

1 

i 

J 

i66,6 

1 

100,0 

Liaison  Officer 

100*0 

1 

100.0 

Assistant  Informational  Repr» 

1 

1 

100,0 

i 

100,0 

Clearance  Officer 

1 

1 

100.0 

1 

100,0 

Attorney 

2 

2 

"5 

100.0 
81.5 

2 

100.0 

Field  Advisor 

.27. 

...15  .  .. 

... ,  22 

13 

11 

Z'^ '.".' 

50,0 

Claims  Examiner.... 

.2..  . 

..  .86,7 

8 

61.5 

Accountant 

Supervising  Accounting  Clerk 

.7. 

.4. 

1.5 

5. 

.1 

7 

.....2. 

...3... 

8 

71.4.. 

25.0 

4 

1  , 

.1 

80.0 

100.6 

Senior  Accounting  Clerk 

46.7 

5 

2 

71,4 

Intermediate  Accounting  Clerk 

13 

....103 

36 

8 

89 

.3 

14 

::6i;5:r 

3 

5 

.37.5 

Junior  Accounting  Clerk     ^ 

86.4 

.....41. 

15 

48 

.46,1  . 

Senior  Clerk 

25 

11 

2^- 

69,4 

16 

60.0 

Intennediate  Clerk 

87 

""li 

70.1 

41 

20 

67,2 

Junior  Clerk 

m. 

6 

246 

:::iz.: 

68 

...78.3. 

100.0 

197 
4 

49 

80  JL 

Statistician 

2 

66.7 

Statistical  Clerk 

1.  .. 

12..... 

1 
5 

100.0 

9 

3......... 

75.0 

Medical  Secretary 

100.0 

i 

5 

100  J) 

Medical  Stenographer 

100.0 

100  J3 

' 

-  11  - 


TABLE  III,  Continued 


Number 

Per 
Cent 
Appear- 
ing 

Number 

Per 

Position 

Elig- 
ible 

Appear- 
ing 

Ab- 
sent 

Pass- 
ing 

Fail- 
ing 

Cent 
Pass- 
ing 

Secretary 

.5 

5 

'lo 

100.0 

.4, 

1 

80.0 

Senior  Stenographer 

.42 

5.1 

m. 

5 

ai 

32 

76.2 

26 

6 

81.3 

Intermediate  Stenographer 

39 

12 

76,5 

34 

5 

87.2 

Junior  Stenograoher 
Intermediate  Clerk-Typist 

304 

.3 

,361 

36 

2 

52 

89.4 
60',.p 

87.4 

._2,4i. 

2,... 

....63. 

1 

79,3 

66.7 

Junior  Clerk-Typist 

300 

61 

83.1 

Bookkeeoing  Machine  Operator 

4 

6 

3. 

6 

1 

75.0 

2 

1 

66.7 

Key  Punch  Operator         .  . 

,100,0 

.4. 

.,.  .2 

66.7 

Telephone  Operator 

5...... 

5 

100,0 

3. 

2 

60,0 

Administrative  Assistant,  P.W. 

1 

I 

.100,0  

50.0 

.1 

2 

100.0 

State  Field  Supervisor 

4. 

2 

2 

0.0 

County  Supervisor,  Class  I 

8 

■" 8 

4 

6 

4 

2 

50.0 
75,0 

1 

.3 

25.0 

County  Supervisor,  Class  II 

6 

100,0 

County  Supervisor,  Class  III 

10 

16 '1,; 

72 

7 

11 

55. 

3 

5 

17 

70.0 

6 

1 

85,7 

Senior  Caseworker 

Junior  Caseworker 

.  ..68,8 

76.  ii 

.10 

46 

1 

9 

..  90.,.9  . 
83.6 

Placement  Worker 

2 

1 

1 

50.0 

1 

100.0 

Child  Welfare  Consultant       , 

2 

2, 

..1Q0»,Q 

100,0 

Z 

3. 

Zlilll 

100.0 

Senior  Child  Welfare  Worker 

3 

.6 

3 

lOO.Q 

Junior  Child  Welfare  Worker 

5 

I 

,...83.t3  .. 

5 

,2 

100,0 

Test  Technician 

7 

5 

2 

71,4 

40,0. 

TOTALS 

1986 

1617 

369 

81.4 

1251 

366 

77.  ^ 

During  this  period  1985  position  applications  were  accepted  and  1617  of  this 
group  or  81, i4  per  cent  appeared  for  examination.  Attendance  at  examinations  con- 
tinues to  be  high  chiefly  because  of  the  continuous  recruitment  program  which  allows 
tests  to  be  ?iven  soon  after  applications  have  been  received.   For  all  classes  of 
positions  the  number  of  applicants  receiving  passing  grades  was  1251  or  77.^  per  cent 
of  the  number  examined.  Detailed  information  concerning  the  results  of  written  ex- 
aminations is  given  in  Table  III, 
STENOGRAPHIC  PERFORMANCE  TESTS 

Typing  and  dictation  performance  tests  are  always  required  for  all  typing  and 
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TABLE  IV 

RESULTS  OF  PERFORMANCE  TESTS 
July  1,  1946  -  June  30,  19^7 


Number 

Per  Cent 

Position 

Scored 

Passing 

Failing 

Passing 

Medical  Secretary 

1 

., 5 

5... 

.1 

.5 

.5. 

100.0 

Medical  Stenographer 
Secretary 

.' .5. 

.4 

70 

65 

100. o_ 

100.0 

Senior  Stenographer 

27 

22 

81.5 

Intermediate  Stenographer 
Junior  Stenographer 

33 ,. 

m 

.29 

234: 

87.9 

77,0 

Intermediate  Clerk- Typist 
Junior  Clerk- Typist 

3 „ 

3.50 

.'. 3„„ 

285 

100,0 

81.4 

TOTALS 

728 

58^ 

lU 

80.2 

stenographic  positions.  High  standards  of  performance  are  required.  Of  the  728 
candidates  admitted  to  these  performance  tests  58^  or  80.2  per  cent  received  passing 
grades.  Results  of  performance  tests  are  given  in  Table  IV, 
RATING  OF  EDUCATION  AND  EXPERIENCE  OF  APPLICANTS 

The  application  blank  submitted  by  persons  seeking  employment  under  the  Merit 
System  is  used  as  the  basis  for  rating  education  and  experience  of  applicants.  In- 
formation submitted  with  respect  to  education  and  experience  is  verified  by  writing 
to  former  employers  and  to  schools  at  which  the  applicants  have  been  in  attendance. 
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Except  for  the  lowest  classes  of  clerical  and  stenographic  positions,  training  and 
experience  is  always  considered  in  determining  the  final  grade.  For  positions  re- 
quiring little  experience,  most  weight  is  given  to  the  written  test,  but  as  the 
responsibility  of  the  position  increases  greater  weight  is  given  to  training  and  ex- 
perience in  determining  the  final  grade. 

Objective  rating  forms  are  used.  Education  is  rated  at  three  levels  according 
to  whether  it  is  (l)  directly  related  to  the  position,  (2)  closely  related,  or  (3) 
unrelated.  Experience  is  rated  at  five  levels,  namely,  (l)  supervisory  experience 
directly  related  to  the  position,  (2)  non-supervisory  experience  directly  related  to 
the  position,  (3)  closely  related  experience,  (i^)  related  experience,  (5)  unrelated 
experience.   The  education  and  experience  of  each  applicant  is  rated  in  accordance 
with  predetermined  standards  for  each  class  of  position.  Rating  forms  are  devised 
in  such  a  way  as  to  give  most  credit  for  recent  experience, 
VERIFICATION  OF  EDUCATION  AND  EXPERIENCE 

The  statements  with  respect  to  education  and  experience  contained  in  each  ap- 
plication blank  are  vorified  by  the  use  of  form  questionnaires  sent  to  schools  and 
former  employers.  Merit  System  rules  provide  that  persons  who  have  misrepresented 
the  amount  of  education  or  experience  shall  be  reratcd  and  in  cases  of  intentional 
falsification,  applicants  may  be  removed  from  the  register  and  with  the  approval  of 
the  Council  they  may  bo  barred  for  future  examinations.  Minor  misstatements  are 
fairly  common  but  the  error  is  seldom  sufficiently  great  to  necessitate  rerating  the 
applicant.  In  this  period  three  persons  were  removed  from  the  register  because  of 
major  error  or  falsification  in  their  applications, 
ESTABLISHtffiNT  AND  MAINTENANCE  OF  REGISTERS 

As  soon  as  possible  after  the  examinations  have  been  conducted,  final  grades 
are  established  and  each  candidate  is  notified  as  to  whether  or  not  he  has  secured 
a  place  on  the  register.  With  this  notification  the  candidate  receives  an 
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TABLE  V 
DATES  OF  EXAMINATIONS  AND  ESTABLISHMENT  OF  REGISTERS 


Pdsition 

Closing 
Date 

Examination 
Date 

Register 
Date 

No  on 
Register 

Total 
No  on 
Regis 
tera 

Director,  E.  S, 

•"• -r--  ;r'"  

Field  Supervisor 

Prom, 

1-10-^7 
Prom, 

6-11-A7 

1-10-47 
4-19-47 

6-16-47 

1-18-47 
5-17-47 

1-18-47 
5-17-47 

1 

6 

1 

2 

1 

1 
7 

Administrative  Assistant 

1-10-^7 
Prom, 

1-10-47 
4-19-47 

3 

Manager 
Manager  I 

Manager  II           >       \\\--'l 

•  •         -a.^.^..«>.,...„* 

Senior  Interviewer 

Prom, 

l-10-ii7 
Prom, 

1-10-47 
Prom, 

Cont, 
II 
II 
II 
n 

1-10-^7 

Cont. 
II 

It 

II 

Cont, 
II 
II 
11 
11 
II 
II 
n 
n 

Cont, 
II 
n 

8-24-46 

1-18-47 
3-  1-47 

l-l8-ui7 
4-19-47 

7-13-46 

8-24-46 

9-  7-46 

10-26-46 

12-14-46 

1-18-47 

1-18-47 
3-  1-47 
4-19-47 
5-24-47 

7-13-46 
8-24-46 
9-  7-46 
10-26-46 
12-14-46 
1-18-47 
3-  1-47 
4-19-47 
5-24-47 

1-18-47 
3-  1-47 
5-24-47 

8-26-46 

2-  8-47 

3-  8-47 

2-  8-47 
5-17-47 

7-19-46 

8-26-46 

9-12-46 

10-30-46 

12-21-46 

1 

8 

2 

8 
1 

V 

5 
2 
9 
9 
1 

1 

10 
9 

26 

Senior  Interviewer  I 
Senior  Interviewer  II 

2-  8-47 

2-  8-47 

3-  8-47 
5-17-47 
6-11-47 

7-19-46 

8-26-46 

9-12-46 

10-30-46 

12-21-46 

2-  8-47 

3-  8-47 
5-17-47 
6-11-47 

2-  8-47 

3-  8-47 
6-11-47 

8 

31 
7 
4 

11 

8 
53 

Junior  Interviewer 
Veterans'  Employment  Repr, 

4 
1 
9 
2 
5 
18 
5 
2 
7 

6 

4 

53 
10 

-  15  - 


TABLE  V,   Continued 


Position 

Closing 
Date 

Examination 
Date 

Register 
Date 

No  on 
Register 

Total 
No  on 
Regis- 
ters 

Employment  Counselor  I 

1-10-^7 

1-18-47 

2-  8-47 
2-  8-47 

2 

2 

Employment  Counselor  II 

1-10--47 

1-18-47 

3 

3 

Employment  Counselor  III 

Cont. 
u 

1-10-^7 

1-18-47 
3-  1-47 
5-2i-47 

2-  8-47 

3-  8-47 
6-11-47 

6 
6 

12 

Training  Officer 

1-18-47 
1-18-47 

2-  8-47 
2-  8-47 

1 

1 

Personnel  Assistant 

1-10-47 

Assistant  Executive  Director,  U.  C, 
Liaison  Officer 

1-10-47 
1-10-47 

1-18-47 
1-18-47 
1-18-47 

2-  8-47 
2-  8-47 
2-  8-47 

1 
1 
1 

Assistant  Informational  Repr» 

1-10-47 

Clearance  Officer 

-r " r^v--"^-- 

Attorney          -  'i 
Field  Advisor 

1-10-47 

10-23-46 

Cent, 
II 

II 
II 
11 
II 

1-18-47 

10-26-46 

9-  7-46 
12-U-46 
1-18-47 
3-  1-47 
4-19-47 
5-24-47 

7-13-46 
8-24-46 
10-26-46 
12-14-46 
1-18-47 
3-  1-47 
4-19-47 
5-24-47 

9-  7-46 
1-18-47 
3-  1-47 
5-24-47 

2-  8-47 

10-30-46 

9-12-46 
12-21-46 

2-  8-47 

3-  8-47 
5-17-47 
6^11-47 

1 

2 

2 

5 
1 

2 

1 

2 
11 

Claims  Examiner 
Aceountant 

Cont, 
II 

n 
It 
II 
It 
II 
It 

Cont, 
ft 
It 
II 

7-19-46 

8-26-46 

10-30-46 

12-21-46 

2-  8-47 

3-  8-47 
5-17-47 
6-11-47 

9-12-46 

2-  8-47 

3-  8-47 
6-11-47 

12-21-46 
2-  8-47 
6-11-47 

2 

1 

1 

1 
2 

1 

2 

1 
1 

1 

8 
4 

Suoervising  Accounting  Clerk 

Cont, 
n 
till 

12-14-46 
1-18-47 
5-24--47 

1 
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TABLE  V,  Continued 


Position 


Closing 

Date 


J  Examination 
Date 


Register 
Date 


I  No  on 
[Register 


Senior  Accounting  Clerk 


Intermediate  Accounting  Clerk 


Junior  Accounting  Clerk 


Senior  Clerk 


Intermediate  Clerk 


Junior  Clerk 


Cont. 


Contt 
It 


Cont. 


Cont. 


Cont. 


8-  3-ii6 

9-  1-Ub 
10-26-^6 
12-1^-4-6 

1-18-A7 

5-2A-47 

8-  3-A6 

9-  7-^6 
10-26-46 
12-l/i-A6 

1-18-47 
4-19-47 
5-24-A7 

9-  I'Ue 

I2-U-4.6 

1-18-47 

4-19-^7 

9-  7-46 
12-14-46 
1-18-47 
3-  1-47 
4-19-47 
5-24-47 

7-13-46 

8-  3-46 

9-  7-46 
10-26-46 
12-14-46 

l-l?-47 
3-  1-47 
4-19-47 
5-24-47 


Cont, 


7-13-46 

8-  3-46 

9-  7-46 
10-26-46 
12-14-46 

I-I8-47 
3-  1-47 
4-19-47 
5-24-47 


8-  5-46 
9-12-46 
10-30-46 
12-21-46 
2-  8-47 
5-17-47 
6-11-47 


8-  5-46 
9-12-46 
10-30-46 
12-21-46 
2-  8-47 
5-17-47 
6-11-47 

9-12-46 

12-21-46 

2-  8-47 

5-17-47 

9-12-46 
12-21-46 

2-  8-47 

3-  8-47 
5-17-47 
6-11-47 

7-19-46 

8-  5-46 

9-12-46 

10-30-46 

12-21-46 

2-  8-47 

3-  8-47 
5-17-47 
6-11-47 


7-: 


9- 
10- 
12- 

2- 

3- 
5- 
6- 


19-46 

•  5-46 
•12-46 
■30-46 
21-46 

8-47 

•  8-47 
•17-47 
11-47 


a 


3 
1 

6 
8 
13 
11 
15 
127 
13 


197 
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TABLE  V,  Continued 


Closing 

Examination 

Register 

No  on 

Total 
No  on 

Position 

Date 

Date 

Date 

Register 

Regis- 
ters 

Statistician 

Cont, 

9-  7-ii6 

9-12-46 

.  II 

l-ie-A7 

2-  8-47 

1 

II 

^-19-/.? 

5-17-47 

1 

n 

5-24-47 

6-11-47 

2 

4 

Statistical  Clerk,  U.  C. 

Cont. 

8-24-46 

8-26-46 

3 

n 

9-  7-46 

9-12-46 

1 

1. 

12-14-46 

12-21-46 

1 

II 

1-18-46 

2-  8-46 

II 

3-  1-47 

3-  8-47 

3 

n 

4-19-47 

5-17-47 

0 

!»•■■. 

n 

5-24-47 

6-11-47 

1 

9 

■  Medical  Secretary 

Cont. 
Cont. 

5-24-47 
5-24-47 

6-11-47 

1 

1 

Medical  Stenographer 

6-11-47 

5 

1 

5 

Secretax'y 

Cont. 

10-26-46 

10-30-46 

II 

12-14-46 

12-21-46 

1 

II 

4-19-47 

5-17-47 

2 

II 

5-24-47 

6-11-47 

4 

Senior  Stenographer        '-  " '■  "  ■ 

Cont, 

7-13-46 

7-19-46 

II 

9-  7-46 

9-12-46 

2 

II 

10-25-46 

lO-X-46 

3 

II 

12-14-46 

12-21-46 

6 

II 

1-18  -47 

2"  8-7,7 

2 

II 

3-  1-47 

3-  G-47 

3 

II 

4-19-47 

5-1?- -47 

2 

II 

5-24-47 

6-;il'47 

3 

21 

Intermediate  Stenojjrapher 

Cont, 

8-  3-46 

8-  5-46 

II 

9-  ''-46 

9"1?"46 

1 

II 

10-26-46 

lC-3C-;5 

3 

II 

i2-:u-^^- 

12-21-46 

8 

II 

l-:'>;-/,7 

,2"  ?  -47 

4 

II 

3-  j.-.;7 

3-  8-47 

1 

II 

4-19-47 

5-i':--^;7 

1 

11 
Cont, 

5-24-^7 

6-11-47 

11 

29 

Junior  Stenographer 

9-  7-46 

9-12-46 

3 

II 

10-26-46 

10-30-A6 

3 

II 

12-14-46 

I2-.U-46 

17 

II 

1-18-^7 

2-  8-47 

8 

fi 

3-  1-47 

3-  8-47 

2 

II 

4-19-47 

5-17-47 

159 

11 

5-24-47 

6-11-47 

30 

222 
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TABLE  V,   Continued 


1 

Total 

Position 

Closing  ' 
Date 

Examination 
Date 

Register 
Date 

No  on 
Register 

No  on 
Regis- 
ters 

Intermediate  Clerk-iypist 

Cont. 

5-24-47 

6-11-47 

2 

2 

Junior  Clerk-iypist 

Cont, 
II 
If 
)i 
II 

M 

II 
II 
II 

7-13-46 

8-  3-46 

9-  7-46 
10-26-46 
12-14-46 

1-18-47 
3-  i-47 
4-19-47 
5-24-47 

7-19-46 

8-  5-46 

9-12-46 

10-30-46 

12-21-46 

2-  8-47 

3-  8-47 
5-17-47 
6-11-47 

1 

3 

10 

8 

4 

223 

27 

276 

Bookkeeping  Machine  Operator 

Cont, 
II 
II 
II 

Cont, 
II 
II 
II 

10-26-46 
12-14-46 
1-18-47 
3-  1-47 

10-26-46 

12-14-46 

3-  1-47 

4-19-47 

10-30-46 
12-  1-46 

2-  8-47 

3-  8-47 

1 
1 

2 

Key  Punch  Operator 

10-30-46 

12-21-46 

3-  8-47 

5-17-47 

1 

1 
1 

1 

4 

Telephone  Operator 

Cont, 
11 
II 
II 

8-24-46 

12-14-46 

4-19-47 

5-24-47 

12-14-46 
1-18-47 

8-26-46 

12-21-46 

5-17-47 

6-11-47 

12-21-46 
2-  8-47 

8-26-46 

9-12-46 

12-21-46 

2-  8-47 

3-  8-47 

1 
1 
1 

1 

3 

Administrative  Assistant,  P,  W. 

Cont, 
II 

1 

State  Field  Supervisor 

Cont, 
n 
II 
II 
II 
\ 

8-24-46 
9-  7-46 
12-14-46 
1-18-47 
3-  1-47 

County  Supervisor,  Class  I 

Cont. 
II 

n 

II 

It 

8-24-46 
9-  7-46 
12-14-46 
1-18-47 
3-  1-47 

8-26-46 

9-12-46 

12-21-46 

2-  8-47 

3-  8-47 

1 

1 
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TABLE  V,   Continued 


Total 

Closing 

Examination 

Register 

No  on 

No  on 

Position 

Date 

Date 

Date 

Register 

Regis- 
ters 

County  Supervisor,  Class  II 

Cont. 

8-24-A6 

8-26-46 

II 

9-  7-^6 

9-12-46 

2 

n 

12-1^-^6 

12-21-46 

It 

1-18-^7 

2-  8-47 

3 

It 

3-  1-^7 

3-  8-47 

1 

II 
Cont, 

6-11-47 

6 

County  Supervisor,  Class  III 

8-26-46 

II 

9-  7-^6 

9-21-46 

2 

It 

12-1^-^6 

12-21-46 

II 

1-18-47 

2-  8-47 

3 

II 

3-  1-47 

3-  8-47 

•  -  ;  .-;  •   A;..  J.  ,■ 

II 

5-24-47 

6-11-47 

1 



6 

Senior  Caseworker 

Cont. 

8-24-46 

8-26-46 

II 

9-  7-46 

9-12-46 

3 

.  II 

10-26-46 

10-30-46 

1 

II 

12-14-46 

12-21-46 

It 

1-18-46 

2-  8-47 

4 

ti 

3-  1-47 

3-  8-47 

II 

4-19-47 

5-17-47 

1 

11 

5-24-47 

6-11-47 

1 

10 

Junior  Caseworker 

Cont. 

7-15-46 

7-19-46 

3 

II 

8-24-46 

8-26-46 

II 

9-  7-46 

9-12-46 

4 

II 

10-26-46 

10-30  -46 

4 

II 

12-14-46 

12-21-46 

1 

II 

1-18-47 

2-  8-47 

15 

II 

3-  1-47 

3-  8-47 

3 

II 

5-24-47 

6-11-47 

16 

46 

Placement  VJorker 

Cont. 

12-14-46 

12-21-46 

It 

3-  1-47 

3-  8-47 

n 

Cont. 

4-19-47 

1-18-47 

5-17-47 

2-  8-47 

1 

1 

Child  Welfare  Consultant 

1 

II 

5-24-47 

6-11-47 

1 

2 

Senior  Child  Welfare  Worker 

Cont, 

9-  7-46 

9-12-46 

1 

II 

5-24-47 

6-11-^7 

2 

3 

-  20  - 


TABLE  V,  Continued 


Position 

Closing 

Date 

Examination   Register 
Date       Date 

No  on 
Register 

Total 
No  on 
Regis 
ters 

Junior  Child  Welfare  Worker 
Test  Technician 

Cont. 
II 
II 
II 
It 
11 

9-  1-46 

8-24-46    8-26-46 
10-26-46    10-30-46 
12-14-46    12-21-46 
3-  1-47    3-  8-47 
4-19-47     5-17-47 
5-24-47   J  6-11-47 

9-  7-46    9-12-46 

1 

1 
1 

1 
2 

2 

5 

2 

availability  inquiry  form  on  which  he  can  indicate  acceptable  salary  and  locations. 
Due  to  housing  conditions  the  majority  of  eligibles  will  accept  positions  only  in 
certain  restricted  localities,  often  in  their  home  locality  and  three  or  four  other 
places  where  they  may  have  friends  or  relatives.  Table  V  gives  the  dates  involved 
and  the  number  of  eligibles  in  each  examination  program. 
CERTIFICATIONS  AND  APPOINTMENTS 

Vacancies  occurring  in  positions  under  the  Merit  System  must  be  filled  by 
selecting  one  of  the  three  highest  eligibles  available  for  appointment  as  a  result 
of  having  passed  the  examination  for  the  class  of  position  involved.  Provisional 
or  emergency  appointments  can  be  made  when  there  are  no  registers  but  such  appointees 
must  eventually  take  and  pass  the  proper  examinations  with  a  sufficiently  high  grade 
to  be  reached  for  certification  in  the  regular  manner.   The  Merit  System  Office  ex- 
amines and  certifies  the  eli;;^ibles  and  the  actual  appointments  are,  or  course,  made 
by  the  appointing  authorities  in  the  various  agencies.  During  the  period  under  re- 
view 805  names  were  certified  for  consideration  in  making  378  appointments,  A 
tabulation  of  certifications  is  given  in  Table  VI. 

Emergency  appointees  do  not  need  to  meet  the  minimum  requirements  for  their 
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TABLE  VI 

CERHFICATION  FOR  APPOINT!-ffiNT 
July  1,    19/i6  -  June  30,    ig-i^? 


Position 

Number  of 
Certifications 

Names 
Certified 

Names 
Appointed 

Department  of  Public  Welfare 
County  Offices 

County  Supervisor,  Class  I 
County  Supervisor,  Class  II 
County  Supervisor,  Class  III 

1 

.3. 

2 

3 
7 

3 ^ 

1 

'ZIZZIZ....1 

2 

Senior  Caseworker 

Junior  Caseworker 

Senior  Child  Welfare  Worker 
Junior  Child  iJelfare  Worker 
Intermediate  Stenographer 
Junior  Stenographer 
Junior  Clerk- Typist 

10 

1.4 

10 

31 

.5 

2 

IIZ'KIZZ 

5? 

5 
3 

11  

31 
5 

2 

6 

18 

J 

39 

19 
3 

TOTALS 

81 

1A8 

82 

Department  of  Public  Welfare 
State  Office 

Administrative  Assistant 
State  Field  Supervisor 

2 

U 

2 

1 

i 

1 

Junior  Caseworker 

9 

15 

9 

Placement  Worker 

1 

1 

1 

Child  Welfare  Supervisor 

I 

1 

1 

Child  Welfare  Consultant 

Senior  Child  Welfare  Worker 

Junior  Child  Welfare  Worker 

Senior  Stenographer 
Intermediate  Stenographer  

Junior  Stenographer 
Junior  Clerk-iypist 

1 
.  3 

1 

3 

1 

3 

1 

1 5.i..:::i, 

6 

3 

3 

1 

6 

13. 

5 
7 

1 

4 

3 

3 

Senior  Clerk 

3, 

5 

3 
3 

Intermediate  Clerk 
Junior  Clerk 

• " 3 ■ 

9 

9 

3 

Telephone  Operator    ,.;.„...: ±, 

2 

2 

2 

TOTALS 

A7 

83 

46 
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TABLE  VI,   Continued 


Position 

Number  of 
Certifications 

Names 
Certified 

Number 
Appointed 

State  Board  of  Health 

Senior  Stenographer     _ 

Junior  Stenographer 

.10.... 

1 

2}. 

2j? 

9 

10 

Intermediate  Clerk-Typist 

2 

1 

Junior  Clerk-Typist 

5 

„..........15..... 

'  -5 

TOTALS 

25 

62 

25 

Merit  System  Office 
Test  Technician 

1 

i 

_,..i ^ 

iiiizjii'ir" 

8 

1 

i 

■■■ T, " 

15 

1 

Senior  Stenographer 

Junior  Stenographer    _ 

Junior  Clerk- Typist 

Junior  Clerk        _ 

TOTALS 

1 

1 
2 

2 

7 

Unemplojment  Compensation 
Commission 

Attorney 

1 

3 

1 

Director 

Field  Supervisor ,..^. 

Administrative  Assistant 

2 

::::zzk:z:::: 

3 

"■" 1 

2 

ZIMIZ. 

.2.._ _ _ 

Manager 

1 

*" I 

Manager  I 
Manager  II 

...J. 

15 

.2 

9 

■-■"8 ■ 

.  3 

Senior  Interviewer  _ 

Senior  Interviewer  I 

25 

..l2 

u. ..„ _.... 

.2... _ 

Senior  Interviewer  II 

31 

67 

31 

Junior  Interviewer 

„.. 25... „ 

61 
2 

„ J. 

1 

25 

Employment  Counselor  I  ;..;.... 

Employment  Counselor  III 
Liaison  Officer 

1 

i 
1 
i 

1 

1 
1 

Training  Officer 

1 

1 

Personnel  Assistant   .,.,..  , 

„._. jL..... „ 

_1.. 

......  .._.  1 

Clearance  Officer 

1 

1 

1 

Informational  Representative 

2 

iJL 

2 

2 

Assistant  Informational  Rep, 

1 

_ ..1 

Chief  Field  Advisor           1 

1 

1 

1...... „ .„ 
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TABLE  VI,  Continued 


Position 

Number  of 
Certifications 

Names 
Certified 

Number 
Appointed 

Unemployment  Conpenpation 
Commission  (Continued) 

Field  Advisor 
Claims  Examiner 

5 
2 

15  . 

,. .5.... 

■5 
2 

Accountant 

2 

6 

.2 

Senior  Accounting  Clerk 

2 

„...3......_ 

2 

Senior  Clerk 

Intermediate  Clerk 
Junior  Clerk 

....1 

..:....„ U 

46 

3 

38 

118  , 

1 

1.4 

A<^. 

:: 

Statistical  Clerk 

„  7 

i 

20. „ 

1„...... 

7 

1 

Secretary 

Senior  Stenographer 

_ .3 

9  • 

3... 

1 

Intermediate  Stenographer 

1 

2 

Junior  Stenographer 

8 

18 

8 

Typist 

1.5. 

41 

15 

Bookkeeping  Machine  Operator  

Key  Punch  Operator  

2 

4  

8 

2 

6 

T0TAI5 

219 

U97 

218 

positions  and  can  be  retained  on  the  payroll  in  that  status  for  only  thirty  days. 
Provisional  appointees  must  meet  all  minimum  requirements  and  can  be  retained  on  the 
payroll  in  provisional  status  for  not  more  than  six  months.  If  a  register  is  estab- 
lished in  the  meantime  they  must  either  be  in  reach  for  certification  on  this  register 
or  else  they  must  be  dropped  from  the  payroll.  During  the  period  there  were  273 
provisional  appointees  of  whom  208  were  examined  and  165  were  made  probationary.  The 
9um~ary  of  provisional  and  emergency  appointments  is  given  in  Table  VII, 

Merit  System  rcgistnrs  are  in  effect  for  two  years  from  the  date  of  establish- 
ment unless  cancelled  sooner  or  extended  beyond  that  time  by  Council  action.  Most 
eligiblos  who  receive  ratings  are  available  for  only  a  small  part  of  this  two  year 
period.  During  the  past  several  years  over  two  hundred  high  school  students  have 
been  examined  for  stenographic  positions  each  spring  and  generally  less  than  ten  per 
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TABLE  VII 

PROVISIONAL  AND  EMERGENCY  APPOINTMENTS 
July  1,  19A6  -  June  30,  19A7 


Class  of  Position 


Number 
Appointed 


Department  of  Public  Welfare 

County  Supervisor,  Class  II 
County  Supervisor,  Class  III 
Senior  Caseworker 

Junior  Caseworker  .  ;■ 

Child  Welfare  Supervisor 

Child  Welfare  Consultant 
Junior  Child  Welfare  Worker 
Intermediate  Stenographer 
Junior  Stenographer 

Typist      iiirrz  "I 

Junior  Clerk-Typist 

Senior  Clerk 

Junior  Clerk 
Telephone  Operator 


1 

2 

2f>....... 

!...„.. 


TOTALS 


1 

...I. 
8 

22 

2. 

1 

i 

3 

..  L 

76 


Number 
Examined 


Number  Made 
Probationary 


l... 

1 

.1. 

17. 
I., 


...X.„ 
2 


State  Board  of  Health 

Director  of  Maternal  and  Child  Health 

and  Crippled  Children's  Services 
Public  Health  Nursing  Consultant 
Senior  Public  Health  Nurse 
Junior  Public  Health  Nurse 
Graduate  Nurse 


Photofluorograph  Unit  Operator 

Medical  Social  Worker 

Nutritionist 

Senior  Bacteriologist-Serologist 

Junior  Bacteriologist-Serologist 

Hygienic  Laboratory  Assistant 

Laboratory  Helper. 

Junior  Sanitary  Inspector 

Junior  Chemist 

Director  of  Industrial  Hygiene 


1 
I... 

.4.... 
2 

i 


2 

i 

..A 
1 


l4" 
6 

U 

ZlL. 

1 

"i 

3 

1.1:. 

5A 


A 

_..4 - 

12 


46 


■:4 
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TABLE  VII,    Continued 


Class  of  Position 

Number 
Appointed 

Number 
Examined 

1  Number  Made 
Probationary 

State  Board  of  Health  (Continued) 

Director  of  Division  of  Dental  Health 
Senior  Stenographer 
Intermediate  Stenographer 

1 

- 7 ■;. 

.1. 

?...„ 

1 

.7 

Junior  Stenographer 

....6. _ 

6. 

^ 

Junior  Clerk-Typist 

K 

L, 

1 

Intermediate  Clerk 

1 

1 

,Q. 

TOTALS 

k2 

19 

U 

Unemployment  Compensation  Commission 
Field  Supenrisor 

1 

1 

L.. 

1 

Administrative  Assistant 

....1 

1 

Manager _ 

Manager  I 

Manager  II  _ 

Senior  Interviewer 

1 

IlZZillllll 

9 

2 

7 

X 

z 

5 

Senior  Interviewer  II 

1§.... 

U 

14 

Junior  Interviewer 

27 

I .....■,.". 

...  .    1 

22 

15 

Personnel  Assistant 

^ I. 

1 

Employment  Counselor  I 
Employment  Counselor  III 

1 
1 

.„.„ 1 

1 

Assistant  Executive  Director  

1 

».  1 

i 

Liaison  Officer 

1 

1 

1 

Assistant  Informational  Repr. 

1 

1 
1 

1 

Training  Officer 

1 

1 

Clearance  Officer 

Field  Advisor                

1 

.4 ; 

1 
....4 

1 
3 

Accountant 

_...?. 

2 

1 

Senior  Accounting  Clerk 

1 

1 

"  "T " 

u 

1 

Senior  Clerk  _ _ _ 

Intermediate  Clerk 

.„ 2... 

U. 

2 

9 

Junior  Clerk 

27 

27 

21 

File  Clerk 

2 

2 

2 

Statistical  Clerk 

Secretary ' 

k 

.1 

...   4 
1 

2 

r 

r 

II     III          II.' 

1  1  1 
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TABLE  VII,  Continued 


Class  of  Position 

Number 
Appointed 

Number 
Examined 

Number  Made 
Probationary 

Unemployment  Compensation  Commission 
(Continued) 

Senior  Stenographer 

„ J. 

...1.. 

......._ 3 

Intermediate  Stenographer 

1 

„.i_ „ 

Junior  Stenographer 

...1 „ 

2 

1 

Typist 

17 

8 

.2,...  .„ 

5 

Bookkeeping  Machine  Operator 

.  2 

...^ .....1 „ 

Key  Punch  Operator        _  . 

4. .„ 

.._ 4„ 

A„ 

TOTALS 

155 

^^5 

105 

oent  have  been  available  for  appointment  two  months  after  the  register  has  been  es- 
tablished. However,  quite  a  large  number  of  these  eligibles  become  available  again 
before  the  end  of  the  two  year  period  for  which  their  rating  is  in  effect.  Table 
VIII  indicates  the  present  status  of  Merit  System  registers  and  shows  the  number  of 
people  who  have  been  added  to  the  register  during  the  fiscal  year,  the  total  number 
on  re-^ipte-r  iicluding  those  added  and  those  remaining  on  older  registers,  the  number 
avai?ab".e  i;iy;l-ere  in  the  state  at  the  minimum  salary,  the  number  available  for  one 
or  mo"',  ■"  K.TJ.Tted  localities  at  the  minimum  salary  and  the  number  available  for 
appoinhm.ont  above  the  minimiun* 

Pcr&'--!.T  selected  from  Merit  System  registers  must  serve  a  probationary  period 
of  six  r-)nths  and  at  the  end  of  this  time  the  appointing  authority  notifies  the  Merit 
System  Oi'fice  as  to  whether  the  appointment  is  to  be  terminated  or  made  permanentk 
Temporary  appointments  can  be  made  as  needed  for  a  period  not  to  exceed  six  monthis» 
Certification  for  such  employment  is  made  from  Merit  System  registers  considering 
only  the  persons  who  have  indicated  that  they  are  interested  in  temporary  employment. 
PROMOTIONS  AND  OTHER  PERSONNEL  ACTIONS 

Most  of  the.  new  employees  in  the  agencies  under  the  Merit  System  arc  appointed 
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TABLE  VIII 

STAIUS  OF  MERIT  SYSTEM  REGISTERS 
June  30,  19^7 


No.  Ac^ded 
7-1-47  to 
Position           6-30--47 

1 

Total 

No.  «.n 

Registers 

No,  Avail- 
able State- 
wide at 
Minimum* 

No.  Avail- 
able Lo- 
cally on- 
ly at  Min- 
imum* 

No.  Avail- 
able  a- 

bove  Min- 
imum* 

Junior  Clerk 

Intermediate  Clerk 

Senior  Clerk 

201 

a. 

1.5 

302 

95 

.31 

5 

i 

.19 

9 ; 

6 

23. 

11 

4 

Chief  Clerk 

1 

Telephone  Operator 
Junior  Clerk-iypist 

3. 

28^ 

J 

358 

2 

, 5 

U 

24 

Intermediate  Clerk-Typist 

.2 

1 

Junior  Stenographer 
Intermediate  Stenographer 
Senior  Stenographer 

222 

31 

.22  .... 

513 

87 
55  " 

.: 7 

30 

7 

Z'I'M-IZ. 

iiii::::: 

18 

4 

Secretary 

Medical  Stenographer    J  ___ 
'Medical  Secretary 

5 

2' 

6 

5 

2 

IIZJ'Ill 

i 

Junior  Accounting  Clerk 
Intermediate  Accounting  Clerk 

Senior  Accounting  Clerk 
Supervising  Accounting  Cleric 

Accountant 

42 
5 

i 

5   1 

11 

Ill 

8 

2 

,  I  •  .  . 

ZI~I~. 


2 

Z~IZI~".. 
IIZJZIl 

".■ 3 

11 

IIIiT, 

1 

i 

i 

Statistical  Clerk      _^ 
Statistician,  P.  W, " ' '  "IIZ'  Z 

9 

.ziii:::: 
,::::xi:. 

4 

.4 

53 

U6 
8 

id 

12 

:::::7.:::- 

2  > 

3  ■'■■■■ 

4.. 

84 :..: 

46 

8  ■■ 

lb 

" i 

Director  of  Statistics 
Supervising  File  Clerk 
Bookkeeping  I'lachine  Operator 
Key  Punch  Operator  .  , . 
Junior  Interviewer 

Senior  Interviewer  II 
Senior  Interviewer  I 
Veterans'  Employment  Repr. 

1 

iz::i::';:: 
iii.""ir.ii,'. 

9 

i 
i 

■:7:::4::::...: 

20 
■  2  ■ 

.  .  3 

;.;;;;;;;  ,7 

6 

Manager    _ 

1 

1 



Manager  II  • 

9 1 

9 

1 

5 

Manager  I                        10   I    10 

1 i 2 

3 

-  28  - 


TABLE  VIII,  Continued 


Position 

No,  Added 

7-l-it6  to 

6-30-<i7 

Total 

No.  on 

Registers 

No.  Avail- 
able State- 
wide at 
Minimum* 

No.  Avail- 
able Lo- 
cally on- 
ly at  Min- 
imum* 

No.  Avail- 
able above 
Minimum* 

Field  Supervisor 

7 

.......1 

I 

X2 

.  3 

7 

...-.■.-..■......2 

™.  ......1 -,,-. 

,. .l._ 

-4..._::^. 

1, 

Administrative  Assistant,  U.  C. 

3 

Director,  E,  S. 

'ID 

I 

finployment  Counselor  III 
Employment  Counselor  II 

IJ? 

3 

,..-. 'L....I\ 

.2. 

............3. 

Employment  Counselor  I 

,.....:„....2 

....  ...  .2........ 

_.  X,. 

Clearance  Officer 

......1 

: I 

1 

1 

Personnel  Assistant,  U.  C. 

1 

- 

-  ■ 

Training  Officer,  U.  C, 
Liaison  Officer 

I 

...;...l. 

1 

„... .1. 

......j.._.  .,.._j  .1. 

■— -  • 

Assistant  Informational  Repi*. 

1  ^ 

::..i. 

Infomiational  Representative,  U.  0 
Assistant  Executive  Director,  U»  C 

i " 

8 

] 

2 

i 

^^™ 

••" -'•■•■-•- 

— V. 

Claims  Examiner 

L3 

1 

.■••^•:2 

Field  Advisor 

'.2 

"i::m::: 
11 

T .; 

2 

i 

.....2 

.1 

■■■' F'"" 

,-....: i 

2 

.::..:m.:........ 

1 

2 

2 .■ 

■" ■■-6 

"2 

2 

Attorney,  U,  C» 

Junior  Caseworker 

Senior  Caseworker 

Coxinty  Supervisor,  Class  III 

3 
107 

z:m:..:... 

._ ..33.......:.. 

,..: ...35 

27 
17 

2 

2 '...^ 

"i 

2 

2 
~  2 

County  Supervisor,  Class  II 

1 

2  . 

A 

County  Supervisor,  Class  I 

1 

1 

5 

State  Field  Supervisor 

......_ u    

A 

Administrative  Assistant,  P.  W. 

6 

•  •-  ^3  • 

1 

Director  of  Public  Assistance 

3 

2 

, 

Correspondent 

X 

« 

<   .   •  V,   ,  . 

Placement  Worker 

2 

II.:  z. 

. 

Supervisor  of  Services  for  Blin^ 

2 

1 

Supervisor  of  Vocational  Rehab.' 

5 

1 

" r" 

Junior  Child  Welfare  Worker 

9 

• :-"2"- 

Senior  Child  Welfare  Worker 

,  , 

Child  Welfare  Consultant 

2 

■ 

T 

Director  .of  Child  Welfare  Services 

?.....:. 

2 

it: 

. 

Test  Technician                    2  " 

;  ^.i........ 

r 
TOTALS 

•:  1 

1183 

2109   '    68 

196  - 

151 

♦Minimum  is  lowest  entrance  salary  paid  in  any  agency  for  a  position* 


-  2<)  - 


TABLE  IX 

SALARY  INCREASES,  PROMITIONS  AND  OTHER  PERSONNEL  ACHONS 
July  1,  19^6  -  June  30,  19i(^7 


Class  of  Position 

Salary 
Adjust- 
ments 

Salary 
Advance- 
ments 

Promo- 
tions 

Demo- 
tions 

Rein- 
state- 
ments 

I 

Separa- 
tions 

Department  of  Public  Welfare 
Junior  Clerk 

2 

A 

2 

3 

Intermediate  Clerk 

: 4 

, „....3 

2 

•■•••••-:•■.■• 

2 

Senior  Clerk 

7 

8 

2. 

Telephone  Operator 

I. 

.1 

2 

Typist 

2. 

1 

3. 

Junior  Clerk-Typist 

6 

7 

1 

1 

5 

Junior  Stenographer 

12 

21 

^   8 

2 

20 

Intermediate  Stenograoher 

17 

27     1   2 

i 

1 

12 

Senior  Stenographer 

._........l 

2 

20     1 

4 

5 

Supervising  Secretary 

2....,.; 

:z: 



Supervising  File  Clerk 

Senior  Accounting  Clerk 

Supervising  Accounting  Clerk 

2 

Accountant 

1 

Director  of  Auditing  &  Finance 

i 

1 

"; 

; " 

Statistician 

Director  of  Statistics  &  Research 

1 
i 

1 
2 



Director  of  Supplies  &  Services 
Placement  Worker 

1 

1 

1 

Supervisor  of  Services  for  Blind 

i 

Z 

Supervisor,  Vocational  Rehab, 
Junior  Child  VJelfare  V/orker 

1 

:::i::z. 

1 

i 

i":i;ii 



r"  ■■ 

Senior  Child  Welfare  Worker 

Child  Welfare  Consultant 

3 

6 

'i 

7 

[ ? 

1 



.3 

7 

Child  Welfare  Supervisor 

1 

1. 

Director  Child  Welfare  Sendees 

■ 

1 

Interpreter 
Junior  Caseworker 

31 

::::2::::: 

37 

7 

2 ' 

21' 

Senior  Caseworker 

County  Supervisor,  Class  III 

County  Supervisor,  Class  II 

18 
6 

11  .  . 

A. 

.  15. 

11. 

.13,, 

2 

...,,.,..,......... 

1 

5 

A 

5 

County  Supervisor,  Class  I 
CorresDondent                 , 

10 

1 

■■i 

1 

State  Field  Supervisor ^., 

Administrative  Assistant   _  _, __ 

Director  Public  Assistance 

6 

i 

2 

10 

:E±::E 

.^ 



"2ZI1 



TOTALS 

166 

221     1  30 

! 

5 

12 

100 
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TABLE  LX,  •  Continued 


Class  of  Position 

Salary 
Adjust- 
ments 

Salary  _ . 
Advance- 
raentg 

Promo- 
tions 

Demo- 
tions 

Rein- 
state- 
ments 

Separa- 
tions 

Merit  System  Office 
Junior  Clerk-Typist 

1 

' 

■ 
...  1 

Junior  Stenograoher 

;„IIiI'.ZI 

— .'................. 

1 

Intermediate  Stenographer _ ^. 

Senior  Stenographer 

[... I 

1 

1 

~i 

Junior  Clerk 

1 

i 

1 

3 

• "  '1 

:  r 

^i  8 

Intermediate  Clerk 

.^__.... 

1 

Senior  Clerk                  r 

Test  Technician     ..._._.._ 

Merit  System  Supervisor 

•r--: '■'■■■-- 

,....::1. 

TOTALS 

1- 

'  13 

State  Board  of  Health 
Junior  Clerk-iypist 

3 

1 

6. 

Intermediate  Clerk- Typist 

Junior  Stenographer 

7 

.3 

■I 

8 

Intermediate  Stenographer 

1 

^ 

3 

Senior  Stenographer 

12 

1 

..^    ■•- 

Intermed ia t e  Clerk 
Senior  Clerk 

IIIIIl 

2 ' 

1 „ 

Fiscal  Agent 

I. .] 

I 

Graduate  Nurse 

.3.. 

5 

"'1 

'ZIIZ 

i 

Junior  Public  Health  Nurse 

3. 

Senior  Public  Health  Nurse 

12 

i 

6 
2 

1 

i  ' 

.  7- 

Local  .P.  H.  Nursing  Supervisor 

i      \S   - 

P.  H.  -Nursing  Consultant 

8 

.:. 1 

2. 

Director,  P.  H.  Nursing 

2 

^    .  . 

Junior  Sanitary  Inspector  

1 

.1 

2 

I 

2 

1 

..3. 

Laboratory  Assistant 

._ „ _ 

.^.1 

Junior  Bacteriologist-Serologist 
Senior  Bacteriologist-Sorologist 

^. 

— •■• 

.1„;... 

Senior  Sanitary  Engineer 

Medical  Social  Worker 

i 



■  ■      <  ■ '   I 

.....:., 
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TABLE  IX,    Continued 


Class  of  Position 

Salary 
Adjust- 
ments 

Salary   ,       i 
Advance-   Promo-  lOemo- 
ments     tions   tions 

Rein- 
state- 
ments 

Separa- 
tions 

i State  Board  of  Health  (Cqnt.) 
Photofluorograph  Unit  Operator 

2 

i 

2 

1 
1 

,  i 

1 

1 

Junior  Cheriist 

,...j.-x:  ■:....:... 

..........1.,. 

•••-•• 

I. 

Senior  Chemist 

I. 

1 

Field  Assistant,  Plague  Control 

1 

Supervisor,  Plague  Control 
Asst,  Dir,,  Sanitary  Engineering 

•■-- •'• 

1 

Asst.  Dir.,  Hygienic  Laboratory 
Director,  fraternal  &  Child  Health 

1 : 

..................... 

...I 

i 

Director,  Dental  Health 

Director,  Hygienic  Laboratory 

Director,  Industrial  Hygiene 

1 
1 

1 

ZZJIIZ. 



•:•; ." - 

Director,  Sanitary  Engineering 

1 

I 

1 

1 

■-•-- •"•■■■ 

Director,  Food  &  Drug  Division 
Deputy  Registrar,  Vital  Statistics 

1  , 

1 

....-S— ■  '»;- 

TOTALS 

80 

w 

8:'  ■ 

■2-'   ■' 

U 

u 

Unemplojrment  Compensation  Coram. 
Junior  Clerk          —    \ 

■ 

U 

22  ■■ 
2 

11 

■.  ■ 

:.l;   •_ 

27 

Intermediate  Clerk   •       ■>' 

.: ?.2 

2 -.-. 

■  '■ 

u 

Senior  Clerk 

1 

;.. 

Chief  Clerk 

,... 1..,, 

2 

Bookkeeping  Machine  Operator 

1 

.- 
Key  Punch  Operator   ■•  -  •  "' 

Typist ,.,;; :..;.::.:.::;;;.j;' 

Junior  Stenographer 

,.'•  1  -V 

15. 

? ::,: 

19 ;:.. 

8 .-. 

2     ; 

2 

8' 

2 

::z:j:::-.i: 

,.2 

Z.II...Z 

•-••-■■ •••••■ 

2 

■■■■■■■■■22 

■ -l 

Intermediate  Stenographer      > 
Senior  Stenogranher       ■  ,    •,  j 

:..:.:.:1 

•  -■■•1 

Secretary  • 

"r  ■ ' 

" ;•-- 

File  Clerk ' ; <_ 

Senior  Accounting  Clerk 

1 

2' 
2 

2; 

1 

i 

2 

2 
3 

...-f^MV**"-"""" 

•■-■•♦••—r'.- 

; ~-t: 

Accountant .- j. 

Statis  ticai  Cierk    ' " "" '^' 

^-vl-r.-.* 

^.^-1 

Statistician 

•   1 

2 

Chief,  Research  &  Statistics 

Claims  Examiner 
Supervising  Claims  Examiner 

[ A : 

..   2  ...,■: 

6 
'..  1 

2 





Field  Advisor                     8 

1 

3 1 

1 

3 

■  ■;  ■••■■■■■"■••;-••■••••"••[•■•••• 
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TABLE  IX,  Continued 


Class  of  Position 

Salary 
Adjust- 
ments 

Salary   i 
Advance-   Promo- 
nents     tions 

Demo- 
tions 

Rein- 
state- 
ments 

Separ- 
ations 

Unemployment  Cotjipensation  Comra. 
(Continued) 

Chief  Field  Advisor 

I 

3,0 

24 _ 

IZKIZl 

.   2 

ZIIZ„ 

1 

.._ 2. 

.......2...._ 

Junior  Interviewer 
Senior  Inteirviewer 

■■-'h- 

Senior  Interviewer  II  'r 

Manager 

Manager  II  .        _  . 

22. 

1 

1 

6~  "■" 

...... .3L.... 

Manager  I 

Field  Supervisor  

Administrative  Assistant  

Assistant  Informational  Repr. 

1 

1 

i 

2 

1 

I 

I. 





Informational  Representative 

...1 

...._!....„ 

1. 

Employment  Counselor  III 

1 

1 

Clearance  Officer 

1 

Attorney 

1 

■i 

Director,  U,  C, 

2 

Director,  E,  S,  _ 

TOTALS 

136     125 

2A 

A 

2 

118 

at  one  of  the  lower  levels  of  employment.  Higher  classes  of  positions  are  generally 
filled  by  promotion  of  employees  who  have  given  pood  performance  in  related  work  at 
a  lower  level.  All  employees  who  are  promoted  are  required  to  take  a  written  ex- 
amination for  the  higher  class  of  positj.on  and  are  also  rated  for  training  and  ex- 
perience. 

Personnel  actions  such  as  salary  increases,  salary  adjustments,  transfers,  re- 
instatements, leavos  and  reclassifications  are  administered  entirely  by  the  operating 
agency  with  approval  by  the  Merit  System  Supervisor  to  indicate  that  the  actions 
taken  are  in  accordance  with  tho  Merit  System  rule  of  the  agency.  Table  IX  in- 
dicates the  number  of  personnel  actions  of  this  type  that  have  been  made  in  the 
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TABLE  X 

SEPARATIONS  A^JD  PER  CENT  OF  TURNOVER 
19^2  -  1947 


Agency 

1942 

1943 

1944 

1945 

1946 
Jan. -June 

July  1946 

to 
June  1947 

SEPARATIONS 

Department  of  Public  Welfare 

146 

116 

99 

92 

35 

100 

State  Board  of  Health 

72 

49 

48 

36 

11 

44 

Unemployment  Compensation  Commission 

63 

26 

10 

21 

91 

118 

PER  CENT  OF  TURNOVER* 

Department  of  Public  'Jelfare 

54.7 

47.9 

42.4 

41.1 

15.8 

45.4 

State  Board  of  Health 

75.8 

54.4 

60.2 

49.2 

14.2 

53.5 

Unemployment  Compensation  Commission 

92.6 

54.3 

25.1 

47.3 

62.8 

62.7 

*Based  on  average  number  employed 


various  agencies  during  this  period.  In  Table  X  the  number  of  separations  and  per 
cent  of  turnover  for  the  last  four  and  one-half  years  are  summarized, 
PAYROLL  CERTIFICATION 

The  Merit  System  rule  for  each  of  the  agencies  provides  that  all  employees  must 
be  paid  at  one  of  the  established  steps  in  the  compensation  plan  and  that  all  salary 
increases  must  be  in  accordance  with  the  Merit  System  rule.  Salary  advances  are 
permitted  at  six  month  or  twelve  month  intervals  depending  on  the  type  of  position 
and  agency  involved  and  are  limited  to  one  step  in  the  compensation  plan  except  in 
cases  of  esceptionally  meritorious  service.  Payrolls  for  the  three  agencies  are 
reviewed  monthly  by  the  Merit  System  Supervisor  to  determine  whether  salaries  are 
in  conformity  with  the  Merit  System  rules.  During  the  fiscal  year  there  have  been 
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no  exoeptions  for  the  State  Board  of  Health.  There  were  a  feu  exceptions  for  the 
Department  of  Public  Welfare  following  an  upward  •djustment  in  the  compensation  plan 
since  some  counties  were  not  able  to  m«ke  the  new  salary  effective  immediately.  In 
tlie  Unemployment  Compensation  Commission  there  have  been  a  few  exceptions  for  cost- 
of-living  adjustments  which  were  made  to  raise  the  salary  of  all  em.ployee8  with  one 
dependent  to  a  minimum  of  "175  per  month  and  all  employees  with  two  or  more  depend- 
ents to  a  minimum  of  \)180  per  month, 
APPEALS 

The  Montana  Merit  System  Council  has  the  right  to  hear  appeals  from  employees 
and  prospective  employees  who  feel  that  they  have  not  received  fair  treatment  under 
the  Merit  System,  Appeals  can  be  made  for  rejection  from  taking  an  examination, 
failure  in  the  examination,  salary  decreases,  demotions,  and  dismissals.   There  were 
no  appeals  during  the  period  under  review. 
RETURN  OF  UNITED  STATES  EMPLOYtffiNT  SERVICE 

Employees  of  the  United  States  Employment  Service  were  returned  to  the  Unemploy- 
ment Compensation  Commission  on  November  16,  194-6,  Many  of  these  employees  had  been 
certified  for  their  positions  following  ^he   taking  of  regular  Merit  System  examina- 
tions and  were  returned  to  the  state  without  change  in  the  status.  Employees  who 
had  not  been  examined  for  the  positions  they  held  at  the  time  of  the  return  to  the 
state  were  required  to  take  the  Merit  System  tests  on  January  18,  1947  and  certifi- 
cations covering  their  status  were  completed  by  the  end  of  March,  1947. 
COOPERATION  WITH  OTHER  MERIT  SYSTEM  AGEtJCIES 

Occasionally  the  Montana  Merit  System  Council  administers  examinations  for  other 
Merit  System  and  Civil  Service  agencies  when  persons  who  are  in  Montana  wish  to  take 
tests  which  have  been  announced  by  outside  jurisdictions.  Similar  assistance  has 
been  given  this  agency  by  the  Merit  Systems  in  other  states.  Various  types  of  ma- 
terials such  as  classification  plans,  rules,  announcements,  compensation  plans, 
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TABLE  XI 

MERIT  SYSTR-1  EXPEKDI TORES 
July  1,  19^6.  -:  June  30,  19/.7 


Category 

Amount 

Per  Cent 
of  Total 

Personnal  Services 

11,217,79 

77.8 

Supplies 

l',  120.  87 

7.8 

Communication  Services 

360.26 

S.5 

Travel  Expense 

.., .25.2.«i9. 

1,7 

Printing  and  Binding 

.....1.Q^....25.! 

.....Mf. 

Rent  of  Premises 

660,00 

4«6 

Repairs  -  Equipment 

Equipment 

71^75 ; ;., 

357.77 

LI' .5 

2.5. 

Miscellaneous 

272.69 

1.9  "'^ 

TOTALS 

U,a6.77 

100.0 

i:eports,  and  stydies  are  interchanged  among  the  Merit  System  agencies.  The  Montana 
Merit  Systen)  Council  is  glad  to  cooperate  with  other  I'^erit  System  agencies  and  wishes 
to.  express,  its  appreciation  for  the  many  kindnesses  received  during  this  period. 
FINANCES  .    . 

Cost  of  operation  for  the  Montana  Merit  System  is  presented  in  Table  XI.  The  • 
total  expenditures  for  the  fiscal  year  were,  '^1^/^.99  "^ore  than  in  the  previous  fiscal 
year,.  This  increase  in  cost  is  ^^ore  than  accoun+ed  for  by  higher  salary  payments. 
The  costs  were  shared  .by  the  agencies  under  the  Merit  System  according  to  the  number 
employed  in  each  agency.'  The  allocation  of  expenditures  was  as  follows: 
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July,  19/1,6 

to 
June,  1947 

Department  of  Public  Welfare  5,478.39 

State  Board  of  Health  3,460.00 

Unemployment  Compensation  Commission       5,478.38 
TOTALS  14,416.77 

The  expense  in  operating  the  Merit  System  was  1.32  per  cent  of  the  payrolls  for 
the  three  agencies  under  the  System.   The  cost  per  position  per  month  was  S2.45;  the 
cost  per  application  was  '^6.76;  the  cost  per  examination  was  '!^8.92;  and  the  cost  per 
personnel  item  was  $7.61. 
CONCLUSIONS 

The  number  of  examinees  taking  Merit  System  tests  is  gradually  increasing  but  at 
the  same  time  the  per  cent  of  turnover  in  the  agencies  under  the  Nerit  System  is  con- 
tinuing very  high.  Recruitment  will  undoubtedly  be  a  major  problem  for  some  time  to 
come.  Under  present  conditions  it  is  difficult  to  set  up  registers  of  eligibles  who 
will  accept  appointment  in  a  given  locality  at  the  minimum  salary.  In  some  cases 
salaries  are  low  in  comparison  with  wages  paid  for  other  kinds  of  work,  but  many 
other  factors  enter  in.  Employment  in  a  state  agency  is  likely  to  necessitate  a 
certain  amount  of  moving  from  one  place  to  another,  especially  if  a  person  is  as- 
signed to  county  office  work  and  housing  problems  are  such  that  it  is  difficult  to 
find  applicants  for  positions  who  can  accept  appointment  other  than  in  the  locality 
in  which  they  have  a  place  to  live.  In  the  immediate  future  it  will  be  more  neces- 
sary than  ever  before  to  concentrate  on  localized  recruitment  to  make  sure  that  em- 
ployment opportunities  in  a  given  community  are  publicized  sufficiently  so  that  the 
persons  who  may  be  interested  in  accepting  a  position  in  that  locality  will  have  a 
chance  to  take  the  Merit  System  examinations  when  they  are  given. 

Since  salary  correlates  closely  with  recruitment  possibilities  it  is  essential 
that  there  be  a  continuing  study  of  compensation  plans  for  all  agencies  under  the 
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Merit  System,  It  is  unfortunate  that  the  three  agencies  have  separate  salary  sched- 
ules since  it  makes  it  rather  difficult  for  the  Merit  System  Council  to  fully  re- 
commend any  of  them.  Salary  schedules  in  effect  on  June  30,  194^7  are  closer  together 
for  common  positions  in  the  three  agencies  than  ever  before  and  this  would  seem  to 
be  a  logical  time  to  make  a  real  attempt  at  establishing  a  joint  compensation  plan 
for  herit  System  agencies.  One  of  the  basic  principles  of  the  Merit  System  is  the 
idea  of  equal  pay  for  equal  work  and  this  should  be  adhered  to  as  fully  as  possible. 

Merit  System  examinations  are  being  analyzed  much  more  thorourhly  than  in  the 
past  and  this  phase  of  the  examination  process  should  be  extended  so  that  the  result 
can  be  used  in  training  new  employees  in  the  various  agencies.  The  Merit  System 
staff  in  cooperation  with  personnel  officers  in  the  agencies  served  by  it  should 
make  a  study  of  examination  results  insofar  as  they  reveal  information  concerning 
new  employees  that  can  be  used  to  advantage  in  the  first  months  of  their  service 
with  the  agency.  Obviously  it  will  be  impossible  at  first  to  study  examination  re- 
sults for  all  new  employees  and  it  would  probably  be  well  to  concentrate  on  those  who 
have  considerable  contact  with  the  public.  Since  every  examination  is  planned  for 
the  specific  purpose  of  selecting  the  persons  best  qualified  for  the  position  con- 
cerned, it  should  be  possible  to  learn  something  about  the  strengths  and  weaknesses 
of  new  workers  from  their  examination  results  and  then  to  use  this  information  to 
good  advantage  in  the  early  training  of  these  employees. 

The  fundamental  purpose  of  having  a  Merit  System  is  to  make  sure  that  the  best 
people  available  are  selected  for  the  jobs  under  the  System  and  that  these  people, 
after  they  are  selected,  are  permitted  to  work  under  personnel  standards  which  allow 
them  to  make  the  most  of  their  abilities  and  potentialities  as  far  as  they  are  con- 
cerned personnally  and  for  the  good  of  the  state.  Rules  and  regulations  setting  up 
such  a  system  must  continue  to  be  safeguarded  and  all  persons  concerned  in  carrying 
out  these  rules  and  regulations  must  support  the  principles  of  the  System  wholeheart- 
edly if  the  best  results  are  to  be  attained, 
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TABLE  XII 


CLASSIFIED  POSinONS* 


Title  of  Position 


;   _  Number  Employed)^   _  , 

j  ;  Proba-  ^~~  ~  I  Minimum   Maximum 

j  Permanent   Itionary  Other !  Salary    Salary 


Department  of  Public  Welfare 


Junior  Clerk 
Intermediate  Clerk. 
Senior  Clerk 
Telephone  Operator 
Typist     


Junior  Clerk-iypist 
Junior  Stenographer 
Intermediate  Stenographer 
Senior  Stenographer 
Supervising  Secretary- 


Supervising  File  Clerk  „. 

Senior  Accounting  Clerk 

Supervising  Accounting  Clerk 

Accountant 

Director  of  Auditing  and  Finance 


Statistician 

Director  of  Statistics  &  Research 

Director  of  Supplies  and  Services 

Placement  Worker 

Supervisor,  Services  for  the  Blind 


Supervisor,  Vocational  Rehabilitation 

Senior  Child  Welfare  VJorker 

Child  Welfare  Consultant  

Director,  Child  Welfare  Services 

Interpreter ^ ^  _ _ 

Junior  Caseworker 

Senior  Caseworker 

County  Supervisor,  Class  III 

County  Supen/isor,  Class  II 

County  Supervisor,  Class  I 

Correspondent   _^ _.•..._ 

State  Field  Supervisor  .'  .1 ._ 

Director  of  Public  Assistance 


8 
23 

17 


.25. 

1 


1 

1. 

22 

15 

6 

ii 

'5 


,9 

J. 


125 
14CL 

.15.5... 

,..125... 
125 

_12.5.. 
135 

:i45: 


160 
185.. 


165.. 


190 
200 
220' 
27"5 


200 


275 
275 
200 
"210 


230 


190 

230 
..„ 

.125. 

155 
165 

180" 

190 

"200 


190 

250 
315 
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TABLE  XII,  Continued 


Number  Employed# 

Minimum 
Salary 

Title  of  Position 

Permanent 

Proba- 
tionary 

Other 

Maximum 
Salary 

Merit  System  Office 
Junior  Clerk 

1 

:...,i.25 

13,5 

160 
220 

■■..,,315 

135 

U5 

150   . 

Jvinior  Stenographer 

1 

160 

Senior  Stenographer 

Test  Technician 

Merit  System  Supervisor  .„...;. 

State  Board  of  Health 
Junior  Clerk-Typist 

1 

1 

1 

.3. 



185 
260 

1'"'365,,.' 
1.55..  , 

Intermediate  Clerk-Typist 

1 

165 

Junior  Stenographer 

2 

1 

U5 

165 

Senior  Stenographer 
Senior  Clerk 

9. 

3 

1 

3. 

........1 

1^5 

166 

185 
180 

Fiscal  Agent 

260 

325 

Graduate  Nurse 

Junior  Public  Health  Nurse 

•■•■: 

3 

5 

160 

.: i75.'..::.:. 

175 

200' 

Senior  Public  Health  Nurse 

12 

200 

240 

Local  Public  Health  Nursing  Supervisor 

1 

220 

275 

Hospital  Nursing  Consultant 

1 

2^ 

300 

Public  Health  Nursing  Consultant 

3. 

2A0 

300 

Junior  Sanitary  Inspector 

2 

180 

225 

Laboratory  Helper 

2 

120  • 

140 

200 

140 

Hygienic  Laborato  ry  Assistant 

2 

160 

Junior  Bacteriologist-Serologist 

3 

250 

Senior  Bacteriologist-Serologist 

2 

240 

300 

Senior  Sanitary  Engineer 

Nutritionist 

Health  Education  Consultant 

1 

'■"■■■'i 

i    • 

220 

2A6 

280 

275 

^od  " 

■350 

Photofluorograph  Unit  Operator 

1 

160 

200 

Junior  Chemist              .....';^. 

1 

200 

250 

Senior  Chemist  

Assistant  Director,  Sanitary  Eng. 



2 

i 

240 

.3^'. 

300 

400 

Assistant  Director,  Hygienic  Laboratory 



i 

300 

375 

1 

;r; i  v    . .-. 
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TABLE  XII,   Continued 


Number  Employed^ 

Minimum 
Salary 

Title  of  Position 

Permanent 

Proba-  1 
tionary  1 

Other 

Maximum 
Salary 

State  Board  of  Health  (Cont.) 

Director,  Maternal  &  Child  Health 

Director,  Dental  Health  _ _ 

Director,  Hygienic  Laboratory 



- 

1 

i 
i 

.  450 

380 
......240.. 

550 

.475 

425 

Director,  Industrial  Hygiene 

I.. 

..340 

380 

425 

Director,  Sanitary  Engineering 





1 

475 

Director,  Food  and  Drug  Division  

1... 

..2P.Q 

3.75 

Unemployment  Compensation  Commission 
Junior  Clerk 

5 

16 

1 
i 

145 
155 

165 

Intermediate  Clerk 

1.4 

2 

1 

2 

175 

Senior  Clerk              .  _ 

165 

200 

"  185"" 

Chief  Clerk 

240 

Bookkeeping  Machine  Operator 

.....1,...„ 

.1 

...  .1.45 

165  .. 

Key  Punch  Operator        „ 

4 

1 

5  ... 

:.i:i 

IIIZ 
1 

150 

1.3P 

.15.0 

160 
170 

180 

145 

180 

220 
Z.295 

180 
230 
285 

170 

Typist 

9. 

3. 

2 
.5 

.i.5P....._ 

Junior  Stenographer  

Intermediate  Stenographer 

Senior  Stenographer 

170 

ii3d 

185 

Secretary                  

1 

.  205...._ 

File  Clerk 

1 

I."iI.Z' 

165 

Senior  Accounting  Clerk  

Accountant 

Chief  Accountant 

1 

2 

IZZXIZl 

3 

1 
■ i 

II' A  "Z 

206 
256 

I'M.!.. 

Statistical  Clerk 

Statistician  _ 

Chief,  Research  and  Statistics 

1 

200 

266 
3^-5  ••■•• 

Claims  Examiner 

Supervising  Claims  Examiner _ 

Field  Advisor 

4 .._.. 

2 

6 

190 

220 

1 

270 

230 

300. 

260 

Chief  Field  Advisor 

2 

295 

325 

Junior  Interviewer           

Senior  Interviewer  II 

Senior  Interviewer  I 

13 

35. 

3 

[   10 

Z 7 

1 

155 

■;;:.i9Q 

200 

i75 
226 
230 

-  a  - 


TABLE  XII,  Continued 


*  Includes  all  classified  positions  as  of  June  30,  194.7. 

#  Includes  all  persons  employed  as  of  June  30,  194-7. 
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Title  of  Position 

Number  Employe 

d# 

Proba- 
Permanent  itionary 

1 

other 

Minimum 
Salary 

Maximum 
Salary 

Unemployment  Compensation  Commission 
(Continued) 

Manager  II 

3  . 

220 
270 

250 

Manager  I 

3. 

275 

Field  Supervisor 

7 

300 

Administrative  Assistant 
Informational  Representative 

Employment  Counselor  III  _ 

Employment  Counselor  I 

3   . 

i 

1 

270 

:::3iq::::.:; 
190 

2A^ 

300 

:  :m: ■... 

220 

275 

Training  Officer 

1 

255 

285 

Liaison  Officer 
Clearance  Officer 

1 

300 
1.75 

200 

330 

20.5 

Personnel  Assistant 

1 

230 

Attorney      - 

Director,  U.  G, 
Director,  E.  S. 

1 
i 
i 

320 
350 
350 

350 

lo 

380 

Assistant  Executive  Director,  U.  C. 

1 

355 

.395 

-  /.2  - 


HF* 


1^.^'-^ 


